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New Training Design

• There is a permanent 

header for the class 

which shows the class 

status.

• The ellipsis menus are 

now called Actions.

• Sessions now can have 

attendees, credits, 

credentials, and skills 

associated with them 

and the dates granted 

are based on the date of 

the session.
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Session Name and Absence Reason Lists

• Add values to the 
Session Name list and 
Absence Reason list  
from Settings. 

• Users with the Class 
List security privilege in 
one of their roles in 
Admin can see the lists 
in Settings and enter 
values. 
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Single Session Class

• All classes must have at 
least one session to add 
attendees, credits, 
credentials, or skills. 

• If a class only has one 
session, all of the 
information is on the 
“About this class” tab. 

• For existing open classes 
that have attendees but 
no session, the attendees 
will be added to the 
session when it is added.  



Proprietary and Confidential
Do Not Copy or Distribute

Multiple Session Class

• When a second session 
is added, the Sessions 
tab becomes available. 

• The Actions menu has 
Edit, Delete, and 
Manage Attendees 
options for each 
session. 

• Clicking on the session 
row will open the 
session’s detail view. 
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Session Name

• The current Session 
Name text field is 
relabeled Session 
Description. All current 
information will remain 
in that field. 

• When a Session Name is 
selected from the list, the 
other values defined in 
the list, such as Session 
Description and Session 
Objective, will also be 
populated as default 
values.

• Any of the default values 
can be updated in that 
session record.
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Session Detail

• Single session classes 
have the session detail 
displayed in the “About 
this class” tab.

• Multi-session classes 
have a separate window 
to display the session 
detail which includes the 
credits, credentials, and 
skills.

• The new Session 
Objective and Required 
indicator allow more 
detailed information on a 
Session.
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Attendees

• Attendees are now 
associated with a 
session. This allows 
partial credit for a class 
or to have a person go to 
certain sessions of a 
class. 

• For existing completed 
classes, the attendees 
have been added to all 
sessions. 

• For existing open classes 
that have attendees but 
no session, the attendees 
will be added to the 
session when it is added.  
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Access to Manage Attendees

• Use the “Manage 
Attendees” link to add 
and remove attendees, 
and record attendance, 
pass/fail, grades, and 
absence reason. 

• The link is available in 
the “About this class” 
tab for single session 
classes, in the Actions 
menu in the session list, 
and in the session detail 
for multi-session 
classes.



Proprietary and Confidential
Do Not Copy or Distribute

Manage Attendees

• There is a new Attended field which is 

required.

• Pass/Fail is available but is no longer 

required and now has an N/A option.

• There is a new Credit indicator to make it 

easy to know if the person will be granted 

the associated credits, credentials, and 

skills when the class is set to Completed.

• If a person has Attended and Pass/Fail 

is N/A or Pass, then the person will be 

granted the credits.

• If a person has Attended and Pass/Fail 

is Fail, then the person will not be 

granted the credits.

• If a person has not Attended, then the 

person will not be granted the credits.

• Note: For existing completed classes all 

attendees have been set to Attended.
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Manage Attendees (continued)

• All attendees for the session can be set to 

Attended and to Pass using the options in the 

Session Action menu.

• If the person is set to No for attended, there is an 

Absence Reason field now available to record 

why the person was absent. That list is available 

in Personnel > Settings > Absence Reasons.

• If the person has signed in using the digital sign-

in sheet, then there is a “View signature” link, 

which will open the attachment view to display 

the signature. The name of the signature file is 

the attendee’s name with the date and time 

when they signed.

• When attendees have been added or changed, 

click the “Save all attendee changes” button to 

save the changes. If there are unsaved changes, 

the button is blue.
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Adding Credits, Credentials, and Skills

• Credits, credentials, and skills 
are now associated with a 
session. 

• For existing completed classes, 
the credits, credentials, and 
skills have been added to the 
latest session.

• For existing open classes that 
have credits, credentials, and/or 
skills, they will be added to the 
latest session. If the class does 
not have any sessions, they will 
be added to the session when it 
is created.

• The functionality for adding 
credits, credentials, and skills is 
the same but now the date 
issued can be set for the 
attendees in a session instead of 
all of the attendees in the class.
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Digital Sign-in Sheet

• There is now a digital 
sign-in sheet that is 
intended to be used with 
a tablet or phone to allow 
an attendee to enter a 
signature, indicating that 
they attended the 
session.

• The sign-in sheet is only 
available on Open 
classes.

• Class and session detail 
information is available 
at the top of the screen.
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Security for Digital Sign-in Sheet

• There is a new security permission 

called “Sign in Sheet Access” that is 

required to use the Sign in Sheet 

functionality.

• This has been added to the PM 

Training Manager, PM Training 

Supervisor, and Personnel 

Management Admin roles.

• It may be added to other roles as 

needed in Admin > Security > Roles.

• Instructors will need to have an ESO 

login and the “Sign in Sheet Access” 

security permission to open the sign 

in sheet. Instructors do not need to 

have any PM or Training security 

roles.
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Accessing the Digital Sign-in Sheet

• Clicking “Open sign in 
sheet” will open it in a 
new browser tab. 

• Clicking “Copy sign in 
sheet” will copy the URL 
to the clipboard so that it 
can be provided to an 
instructor via email, text, 
or messaging. 

• For a multi-session class, 
a session must be 
selected in the header 
first so that the 
appropriate sign in sheet 
is selected. 
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Using the Digital Sign-in Sheet

• All attendees for the 
session will be available 
in the sign in sheet. 

• If an attendee is added to 
the session in PM, they 
will automatically appear 
on the sign in sheet.

• Searching will filter the 
list.

• An attendee who has 
signed is easily identified 
by a green check. 
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Capturing signatures

• When a name is selected, 
the signature box opens. 

• If satisfied with the 
signature, click OK.

• The signature and sign in 
confirmation appears. 

• If confirmed, the person is 
set to “Attended” in the 
Manage Attendees list for 
the session in PM and the 
signature is available to view 
from there. 

• Signatures are captured with 
the person’s name, and date 
and time stamp. 
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Managing Sign-in

• After the instructor logs in, the attendees 

can find themselves and sign on the 

device.

• After the signature is confirmed, the search 

will reset.

• If the attendee has accidentally selected 

the wrong person, they can exit before 

saving the signature, or “Undo this sign-in” 

after saving the signature.

• The instructor can also remove incorrect 

signatures using the “Undo this sign-in” 

after the signature has been confirmed.

• Changes can be made until the class is set 

to Complete. The timestamp will always be 

from when the signature was actually 

captured.
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Viewing signatures

• A “View signature” link 
appears in the Manage 
Attendees section after 
the person has signed 
the digital sign in sheet. 

• The standard attachment 
viewer displays the 
signature as an image 
file with the person’s 
name and the date 
timestamp of the 
signature as the file 
name. 

• Signatures may be 
viewed on completed 
classes but may not be 
changed or added. 
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Action Items

• Add values to the Session Name list.

• Add values to the Absence Reason list, if using.

• Add a session to any open classes with no sessions.

• If needed, make changes to open classes with existing multiple sessions to 
put the correct attendees and credits on each session. 

• If desired, make changes to completed classes with existing multiple 
sessions to put the correct attendees and credits on each session. 

• Note: Session dates on completed classes cannot be changed, but other session 
information may be modified if the user has the “Unlock Class” security permission. 
This permission is included by default in the PM Training Manager and Personnel 
Management Admin security roles. It may also be included in other security roles 
created by the agency. 
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This presentation of ESO (the “Company”) is being furnished on a confidential basis in 

order to provide you with an overview of the company. This presentation may not be 

used for any other purpose.

This presentation has been furnished only for your reference. By accepting delivery of 

this presentation, you agree not to make a photocopy or other copy, or to divulge the 

contents hereof to any person.


